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APPLICATION FOR RECORDS RETENTION SCHEDULE

OFFICE GF THE SECRETARY OF STATE
DEPARTMENT OF ARCHIVES AND HISTORY
RECORDS MANAGEMENT DlVlSION

INSTRUCTIONS See Publication No 76-8M—1 for mstructuons on completmg thss form Forward signed original to
Department of Archives and History, Records Management Division, 330 Capitol Avenue, Atlanta, Georgta 30334,
Attention: Scheduling Section.
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T FORAGENCYUSE___ | 1. Agsncy Address ' : | _FOR AECORDS MANAGEMENT USE |
Application Date - Georgia Bureau of Investigation Application Number
1-7-82 ~~ - | Internal Affairs Office - -
— -1001 International Blvd. Suite, 800 75 I (Do P\
Application Number - At] anta, GA 30354 Dateﬁeeewed Dlte Completed
R B LU S R T | JAN 21 1080
2. Per;c':rte Contact S Workmg T'tle T S Teiephone Number
Inspector D. C. Ghormley InSPectOP 767-0874

3. Actmn_Reques'ted
a. O Estabusn Retention Schedule; record will continue to accumulate.
b. O Dlspose of of present accumulation; no further accumulation antlcapated :
B/ Amend Application No. 75-1 Cp o Check One: & Cha_rlqe O Supercede; O Void

4, Dates of Series _ 5. Records Series Title [followed by title used in office; if different) o T T
Earliest Latest o , : :

7-1-74 | Present Inspection Report File .

6. Division and Office Function What is the function of the Division and the Office in whlch this record series is created?

-~

" The GBI proyides crime preventwn and criminal 1nvest1gat1on services to local law enforce- -
ment agencies and to the Executive Branch of Government. The Internal Affairs office
conducts inspections of all Regional Offices and Headquarters Squads to insure that all

- Bureau policies and procedures are being carried out and to promote efficiency and economy;
conducts security investigations within the Bureau. -

7. Record Sari:o;besaiption _ This file contams the fol!owing documents (mclude form numbers and r.-t:‘es it any}
- Attach sampies of the file.
- Documentsrelatingto:  ~ Inspecting Regional offices and Headquarters Squads.

Included are: Aytomobile Inspection Reports (GBI 002 5-74}; -and reports of the 1nspect1ons
" of Regional offices and Headquarters Squads.

File is arranged numerically by Reg1on and a'lphabet1 caﬂ_y by name of squad;
thereunder chronogically by date of 1nspect1 on.

" Fileis arranged:

B. Mo';tﬁ;'_ﬁuference Rate How often are records referred to which are:

One to six monthsold —_______; Seven to twelve monthsold ____ ; Thirteen to twenty-four monthsold ___
twentv -five months andolder ____ 7 _ N g

s s e e . —_——

— T ——— - —— -

9. Annual Rate of Accumulation of Records ) b
Letter-size drawers ___ 2 ; Legalsizedrawers _______ :Shelves _______;Other (specify) e

© e -

AR_BO-71; Rev.78 T “(Over)



e
YES f NO NO | 10 Q;’_?S‘Iiéjrja!re - (l" Yo an 'r)(" .n the proper column)

3. Is this the ificia! copy of the saries?
fnot.whereisit? o
b. Does the series contain conhdentlal mformatnon requiring security handlmg? If yes, cite law or regulation.

-

[ X L_c. Isthis avital record? L L e

%1 d. Does this series have hlstot ucal or longerm research value?
e. When one or two documents in the file make it necessary to keep the entire file for a long penod could these
X | .__ documents be s¢chedyled separately? :

SR e e e+ e e

x 1 1. 1sthe information contained in this series eveu:ubhshedt 15 ygs._am;.h_cgm___
g. Is the information contained in this series ever analyzed and/or recorded in a summarized report? -

h. Is there a duplication of this series in your off:ce orin another office or agency?

b X1 Mfves.where?

e e o

X if ves,attachcooy, _ . . __ e e e e —

e - P = — i e = e e amad

Mold in the current filesarea . month{s) ____J _ __ year(s): then
O Transfer to local holding area; hold e e year{s}): then

@ Transfer to State Records Center:hold _____ 2 __year(s); then

& Destroy. ‘

0O Transfer to State Archives for permanent retention.

O Other (Specify) _

Thess instructions apply to all prior and future accumulations of the series.

X} i ls1hisseries for @ maior portion ofrt);euularlvmcmlﬂmed? e ]
X1 _ i _Poes the record series result in a comouter printout? R o o

11. Retention Raquirements The following requires the series to be kept:

a, State Law : —_— e YRArS. - d. Audit period __ﬁ__g-__.__:_years.

b. Statute of limitation —_— e Years. ..~ 0 e, Administrative need years,

- g Federal faw - P years. - - f. Federal retention instructions years,
Attach copy or excert of laws or regulations. Explain administrétive need. -
For analytical purposes. '
12. Approved Disposition Instructaoni_- ﬁ.QZ&éFéy recommends that the file series be cut off at the end of each.
- @ Calendar Year; O Fiscal Year; OO Other — ,___;H____.ﬁ. —_then,

——————— e e

State Records COmm /gtee {S:gnature}

Agency Head/Design {Signature) _Date Records ds Management Otficer (Signature) e
X é(ggi _ [~ - ¢/ Cjﬁa,d‘c‘w chﬁk./ [= T2

Recommendations in para- - 4 ‘ : : |

graph 12 are approved. State Auditor/Designee : - / - / 7" X -

(If disappraved, attach letter _ p 7
of explanation.) &UW State/Designee - é W’Lé. : M [ '—/ Z "’&

g

Att General/Desi - - ; ‘ -
P — | °'."er enera “ﬂ"l‘ M_W_A*JKZZ_Z_Z___
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STATE ) L - OPFICE OF BECRITARY OF STATE PAGE
of Application for DEPANTMRET OF ANCNIVES & NIBTORY 1
e GEORG 1A RECORDS DISPOSITION STANDARD AECOADS MANACEWENT DIVIBION
‘ 1. fnﬂi;ﬂw Date &gguf_(_rw See saparate instrustions for completion of B FOR RECORDS MANAGEWENT DIVISION USE
5/2_7]75 tromt and raverse of ghi-:fc'u-m. Sign original and tuo copiss Date hecelved Appiication We. Tate Tompleteq

2 hgency Application Mo.
.

and forwvard to Departacrlt of "jch._v"- and History, utm:i.bu: JUN 1 7 1975 75 .60 m]_ ‘ G ng

Recorde Management OFficar.

3 .AGERP\', Pivigtcn, Subdivieion & Adminjetering Office Addreas e . . Perlnn to Contert
Georgia Bureau of Investigation
Inspections Unit : Inspector W. N. Darsey

ESTABLISH DISPOSITION STANDARD; DISPOSE OF PRESENT ACCUMULATION;

W'—f el
.Earliest & Latest |9.Exact Series Title
Dates of Series

7/1/74 to Present _ Inspécfion"Report File .

10 {hat is the function of the office in which this record series is created?

The GBI provides crime prevention and ecriminal investigation services to local law enforcement
agencies and to the Executive Branch of Government. The Inspections Unit conducts inspections
of all Regional Offices and Headquarters Squads to insure that all Bureau policies and
procedures are being carried out and to promote efficiency and economy; conducts security
investigations within the Bureau.

t

11.This file contains the following documents. (1nclude form numbers and tltles, 1f any,
and file arrangement).

Documents relating to: Inspecting Regional Offices and Headquarters Squads.

Included are: Automobile Inspection Reports (GBI 002(5/74); and reports of the inspections
of Regional Offices and Headquarters Squads.

File is arranged: Numerically by Region and alphabetically by name of squad; thereunder
chronologically by date of inspection.

ATTACH SAMPLES OF TﬁE FILE

1 2 . EQUIPMENT NCCUPTED ’ No. of Dravers Cu. PLt. of Records IoY o_f Drawvers Cu, Pt. af Records
R Co ANRUAL RATE OF ACCUMULATION :
Letter-wize File Dravers
2 3
- . In Officeln} In Storage Areain}
Legsl-aize File Dravers Floor Space Occupled (Hquare rqgt.) i e
4 ' s .
.-' — 7
" This Last Frecedingfall Prior
- ) Year~s Year'as Jear s Yearn'
i ¥ AVERAGE DAJLY REFERENCES
. f NS N A : 1
Yo _ W . YA 3 p
L Pere h\30-11 WV b ,3\\ N ) ‘\i\ “

RECORD WILL CONTINUE TO ACCUMULATE. NO FURTHER ACCUMULATION ANTTCIPATED.:

1001 International Blvd., Suite 800 o o LVerkine Titie £ Tel " i
T. ION REQUESTE ' i



B S T A L Y A L R

Q,UESTIONNAIRE Place an "s” in the proper column. If answer ls “"YES," plemse explaln T T YES‘-_T&EW
13. Is this the Record Copy of the series? ITxl-~T 1
1L, Is there a duplication of this series in another office or agency? [ ]_\[x]
15. Is the 1nformat10n contained in this series ever summarlzed or published? (1 [x]

Attach copy of summary or publication.
16. Does the series contaln classified information requiring securlty handling? [ 1 [x]
17. Does the series initiate, amend or terminate agency policies and procedures? X1 [ ]
Findings of these reports often initiate agency policy and procedure. :
18. Could the function be performed if the files were lost or destroyed? 171 Ix
19. Is the series (or major portion of it) regularly microfilmed? If yes, why? 1 [x
20. Does the record series provide data as input to an EDP file? [ 1 [x]
21. Does the record series contain documentetion produced as EDP printout? _ i1 [«
22. Has the Federal Government issued instructions governing the retention/dispo- . [ 1 [X

sition of these files?

23. Will there be a need for these records 10, 15 years from now? IT yes, what? [1 [x]

24. REQUIREMENTS. The following requires the files to be kept - 5__;  years:
a.[JSTATE b.[]STATUTE OF c.[]AUDIT  d.[]FEDERAL e.[QADMINISTRATIVE f.[]HISTORICAL

LAW LIMITATION PERIOD LAW DECTSION VALUE
(Cite Law, Statute, or other reason for the retention rojuirement)

For Analytical Purposes.

25. AGENCY RECOMMENDATIONS. This agency recommends that the file series be cut off &t the end

of each -[CALENDAR YEAR -[]FISCAL YEAR -[]OTHER ,then:
[X] Hold in the current files ares . month{s)/ year(s):
[X] Transfer to [X] State Records Center [ ] Local Holdlng Area; hold _ 3  year(s):
[X] Destroy. '
{ ] Transfer to State Archlves for permanent retention.
[ ] Destroy immediately after cut-off. . ) _ _
- . [ ] other: {Specify) ... S SO L

(Indicate briefly rationale for recommendations above/or write additional remarks):

42
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3
4

Records Managemen, ijicer CSzgnature) Date

" OTHER REQUIRED SILGNATU "
| e L/as) 25 Q S RES OATE |
26, Recommendat jons [Agency Head/Designed .

in paragraph 25 N4 AI"OVEd D1S&pLOVEd _5:[;;[12

e h\ \\ TP \N\N WS

e of State/Destgnee
A l“'l Yed Disapproved

STATE RECORDS N ~
I COMMITTEE QWQL AZ.:AJ" 7-9-7%

Attgdrnmey General/Designee
A Approved Disapproved

/. Z/ZZLM/ )



